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Job description and person specification

Post: Project Coordinator

Location: Flexible. Primary base could be anywhere in the UK but must be willing and able to travel to
London and elsewhere (mainly UK) in connection with the role.

Salary: £30,000-£35,000
Duration: To 1°* March 2027 (maternity leave cover)
Reporting to: Programme Director (Driver Programmes)

FTE: Full time role, but willing to consider part time (0.6FTE minimum)

About Health Data Research UK

Health Data Research UK (HDR UK) is the national Institute for data science in health. Our UK team of experts
develop and apply cutting-edge data science approaches to clinical, biological, genomic and other multi-
dimensional health data to address the most pressing health research challenges facing the public.

Our mission is to unite the UK’s data to make discoveries that improve people’s lives.

At Health Data Research UK, we employ talented individuals who bring their own unique skills and experience
to support the vision and benefit the whole team.

HDR UK’s strategy

Our strategy focuses on three core areas:

1. Research Data Infrastructure and Services - providing the UK-wide and global co-ordination and
leadership of health data infrastructure and services required to make health-relevant data FAIR
(Findable, Accessible, Interoperable and Reusable). This builds on the convening, collaborative and co-
ordinating role of the UK Health Data Research Alliance and includes the Health Data Research Innovation
Gateway and the Health Data Research Hubs.

2. Research Driver Programmes - advancing research discoveries through high impact UK-wide
programmes that address major health and societal challenges, guide the development of the
infrastructure and services for the benefit of other researchers and are outward-looking with global reach.



http://www.ukhealthdata.org/
http://www.healthdatagateway.org/
http://www.healthdatagateway.org/
https://www.hdruk.ac.uk/helping-with-health-data/health-data-research-hubs/
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3. One Institute Partnerships - through national leadership with a clear vision and ambition to assemble a
health data research ecosystem with enduring benefits for all researchers. As an innovative distributed
UK-wide and increasingly global Institute, we act as a flagship for team science, drawing on skills,
resources, and expertise from academic, NHS, industry and government partners.

Purpose of the post

Reporting to the QQ2 Programme Director, the successful candidate will be a key member of the HDR UK
QQ2 Programmes team, supporting the in day-to-day delivery and management of integrative activities
across HDR UK’s QQ2 Programmes, and wider data strategy activities with UK data partners. They will support
the day-to-day administration for the team, including engaging with staff and partners, preparing for
meetings and following up on actions, helping coordinate events and assisting with communications and
reporting requirements.

The role holder will also be collating and updating quarterly reporting metrics on HDR UK Programme
delivery and impact, and lead on management of data curation for HDR UK Programmes on the Health Data
Research Innovation Gateway.

The role holder will work closely with HDR UK colleagues and community, as well as stakeholders across

academia, NHS, third sector, patients and public, and industry. The role holder will share our values, have
strong collaboration skills, be comfortable with working at pace, and have a passion for professional, high-
quality approaches to project support and co-ordination. This post would suit someone who is well organised
and adaptable with excellent attention to detail and is interested in developing their project management
skills.

Main responsibilities

Project support and coordination

e Support the team with key project and programme coordination and admin activities, ensuring these
are completed on time and new activities continuously planned in.

e Support day-to-day management of programme delivery and reporting, including tracking and updating
progress in project management software (Monday.com).

e Maintain project management records and support the tracking of progress across thematic areas,
catalysts, and projects to internal and external stakeholders.

e Provide high level administrative support — organising meetings, taking minutes and following up on
actions.

e  Work with the HDR UK Events team to ensure smooth set up and running of events, from workshops
and seminars to large scale events both in person and virtual.

e Ensure HDRUK Programmes content on the Health Data Research Innovation Gateway is maintained,
reviewed and updated on a regular cycle, supporting Programme teams with data curation as needed.

e Work with the Programme Delivery Managers to ensure project documents/materials are complete,
current, and stored appropriately, adhering to the agreed version control process.

e Support Programme team in producing and presenting reports defining project progress, challenges, and
solutions, including collating information, drafting reports and presentations.


http://www.healthdatagateway.org/
http://www.healthdatagateway.org/
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e Support efficient setup and use of team communications and project management tools such as Trello,
HubSpot.

Overarching Responsibilities

e Develop positive working relationships with colleagues within HDR UK, and wider community.

e Coordinate the involvement of key stakeholders at appropriate stages.

e Be prepared and able to work flexibly to support colleagues as needed, adapting to an evolving
environment and emerging priorities.

e Work to ensure HDR UK’s standards of trustworthiness, ethics and values are maintained across
implementation.

e Be highly curious about all aspects of health data science

Planning and organising

The Project Coordinator will work closely with the HDRUK QQ2 Programmes team to support the delivery
of a portfolio of work HDR UK.

The post-holder will be responsible for managing their own workload which may involve a diverse number
of tasks across multiple projects. This will require excellent planning, organisational and time management
skills. At the same time, the post holder will require a flexible approach to work to changing demands of the
core team and based on external changes. The post holder will be expected to travel regularly throughout
the UK.

Problem solving

The Project Coordinator will be expected to use problem solving skills to respond to the diverse demands
on the team. As part of a small team, the post holder will require confidence and resilience in planning and
in dealing with enquiries and challenges that arise across the team.

Decision making

The post-holder will make all day-to-day operational decisions for their own workload. They will be
expected to contribute to collaborative efforts which support project delivery, focusing on effective
communication and information provision to support decision making. The Project Coordinator will work
collaborate across HDRUK teams and more widely with members of the HDR UK community and key
stakeholders.

Continuous improvement

HDR UK is dedicated to continuous improvement through our quality management system and has
achieved ISO 9001 accreditation. The post-holder will review, analyse, identify, and implement
opportunities for quality improvement within their role and as part of the wider team through our strategy
development and internal audit processes.

Key contacts/relationships
The post holder will build and maintain effective working relationships both within HDR UK, and our
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partner organisations, including Alliance members and the wider HDR UK community. The Project

Coordinator will have close working relationships with the HDRUK Programmes Delivery and Integration

teams, Head of Alliance Strategy & Engagement and Innovation Gateway teams, as well as other HDR UK

teams including the Communications and Engagement and Finance and Operations teams.

Knowledge, skills, and experience

Essential

At least two years working in the health data sector.

Autonomous and small team working.

Project/Programme roles and use of one or more project management methodologies. Use of risk
assessment and project management principles and processes.

Providing operational support to a senior management team.

Awareness of health data research landscape and how it affects the programme.

Experience of website content management and data curation

Senior administrative support in busy and fast paced organisation

Research and project administration/coordination experience, ideally in a research or academic
environment

Ability to actively participate as a member of a multidisciplinary team.

Experience of using of standard software packages e.g., Microsoft 365, Zoom, Excel

Desirable

Educated to degree level in relevant scientific or technical subject or possess equivalent experience in a
related area

Experience of using software packages to support delivery of tasks such as project management and
community engagement, e.g., Monday.com, Survey Monkey.

Familiar with the routes and processes to access health data and its challenges in research, and keen to
develop understanding

Understanding of or ability to rapidly learn about information governance, privacy and security issues
with using NHS health records, and the key stakeholders in this field.

Ability to demonstrate an understanding of health data science research, research governance and use
of data in research.

Dimensions

This is a full-time role, but for the right candidate flexible or part-time options could be explored.

HDR UK is a national institute, and our activities take place across the UK.
We work flexibly across a number of geographical locations in the UK. Travel will be expected to HDR
UK locations and partner organisations.
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Application Process

For an informal discussion about the role please contact Recruitment@hdruk.ac.uk to talk with the
appropriate member of the team.

How to apply: Unless specified, please apply using our online portal. We use a recruitment process that is
based on finding out more about the relevant skills and knowledge an applicant has and to help us with this
we ask you 3 or 4 skills-based questions as part of the application process.

We will ask you to upload your CV and covering letter, please do this in one document, this will be
anonymised and may be used to help us with our shortlisting.

Please contact recruitment@hdruk.ac.uk if you have any queries regarding your application.

The closing date for this vacancy is 23/02/2026 5:00 PM

Equal Opportunities Policy Statement

Health Data Research UK is an equal opportunities employer, and as such aims to treat all employees,
consultants and applicants fairly. It is our policy to provide employment equality to all, irrespective of:
e Gender, including gender reassignment

e Marital or civil partnership status

e Having or not having dependants

e Religion or belief

e Race (including colour, nationality, ethnic or national origins)

e Disability

e Sexual orientation

o Age

We are opposed to all forms of unlawful and unfair discrimination. All job applicants and employees who
work for us will be treated fairly and will not be unfairly discriminated against on any of the above grounds.
Decisions about recruitment and selection, promotion, training or any other benefit will be made
objectively and without unlawful discrimination.

HDR UK Values

HDR UK’s values guide how we work together within HDR UK and with our partners and other stakeholders:

1. Transparency: we will share information, insights and innovations so that we learn faster together.

2. Optimism: we believe that we can make things better, that we can do things differently and that we
can overcome challenges to create a new and thriving health data ecosystem that benefits patients
and the public, the NHS, scientific discovery and industry.

3. Respect: we deliver better results when we work in a truly interdisciplinary way. We listen, share and
respect a diversity of thought and opinion, perspective and experience. We are inclusive - leveraging
and fairly attributing the expertise and capabilities of others.


mailto:Recruitment@hdruk.ac.uk
mailto:recruitment@hdruk.ac.uk
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4. Courage: we are leading the way and will be prepared to try new things, take risks, embrace
ambiguity and challenge the status quo. We will contribute opinions to shape the future of health
data research.

5. Humility: we have a lot to learn from others; and aim to be free from pride and arrogance.

Safeguarding

HDR UK is committed to robust safeguarding policies, we expect everyone who works with us to share our
commitment to safeguarding.



